Position Control

TOPIC 2. REFERENCE TABLES

The purpose of this topic is to familiarize you with some of the reference tables
associated with Position Control. These reference tables are maintained by the
Office of Administration. These reference tables contain pertinent information
that you will need to understand as you establish and manage positions. They
also have on-going impacts as an employee is hired and deductions and benefits
are established.

Reference tables provide valid values for use on transactions and documents,
provide reference data to other tables, and provide information used for
processing and reporting.

At the end of thistopic, you will be ableto:

Describe how reference tables are used in Position Control

Access the reference tables
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Position Control
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Position Control

REFERENCE TABLES

Reference tables provide the system with a central source of data used for
processing, validation, and reporting. There are two types of reference tables in
the SAM II/HR Payroll System: complex tables and simple tables. Complex
tables are interactive tables containing key fields and multiple result fields. The
result fields contain multiple entries from simple tables. Simple tables provide
data to be used by other screens in the SAM |l HR/Payroll system. The tables
contain codes, effective dates, expiration dates, and short and long descriptions.
A simpletableis used to validate transaction windows and document data.

These reference tables provide pertinent reference information that is used for the
establishment and maintenance of positions. Information in these reference tables
will aso impact individuals who become employees. Let's review a few of the
reference tables that support position control.

TITLE (TITL) — This table includes information on FLSA exempting, EEO
category, title group, occupational group, grade, union membership and salary
minimum and maximum.

SUB-TITLE (STTL) — This table identifies pay, leave and leave deduction
policies, FLSA profiles and client profiles that impact atitle.

CIVIL SERVICE STATUS (CIVS) — This table identifies whether a
position is designated as a Uniform Classification and Pay (UCP) or Non-
UCP position. If UCP, it also identifies the position as merit or non-merit.

PAY CLASS (PYCL) — This table stores codes that define groupings for
employees who are paid in an identical manner.

Now, let’slook at the reference tables that impact Position Control.
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@& TITLE(MITL)
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" TITLE (TITL)
'\ The Title (TITL) window is a complex reference table that defines and identifies
t the title of the employee's job. It specifies job information including Fair Labor

Standards Act (FLSA) exemption, Equal Employment Opportunity (EEO)

g 5 category, title group, occupational group, grade, union membership, and salary
minimum and maximum. This table contains the codes used to populate the Title

field on the Position Attributes panel of the PSMT.

Step 1 To open TITL from the SAM Il Desktop Navigator window, click on the

GoToicon. TypeTITL inthe"CODE". Click on the Open button.

Step 2 Populate the following field to narrow your search on the TITL window.

TITLE — All UCP title codes begin with “0" plus the four digit
Department Class Code found in the UCP Pay Plan and Index of Classes.
Title codes for Non-UCP agencies begin with their unique agency
identifier. See appendix for the list of agency identifiers. Type 000022.

Select Display: Browse Data.

Step 3 Information for the specific Title you entered in Step 2 should now appear.

Let’sreview the remaining fields.

EFFECTIVE DATE — This field establishes the effective date of this
title.

EXPIRATION DATE — This field indicates the last date the information
isin effect.

SHORT DESCRIPTION — This field indicates the short description of
thetitle.

LONG DESCRIPTION - This field indicates the long description of the
title.

TITLE GROUP — This field provides a further breakdown of the EEO
Job Category for EEO reporting.

OCCUPATIONAL GROUP —Thisfield is used for federal reporting of
occupational groups.

GRADE - Thisfield indicates the grid and range associated with the title.

SAM 1T HR/Payroll
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TITLE (TITL)
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TITLE (TITL)

“ i Step 3 Continue to review the remaining fields.

$

N\

JOB CLASS - Thisfield will not be used by the State of Missouri.

JOB REQUIREMENT - This field will be used only if Applicant
Tracking is used.

EEO JOB CATEGORY - This field indicates the EEO group this title
should be included in for EEO reporting.

SALARY MINIMUM - This field indicates the annual pay rates for the
titte. For UCP titles these fields are the same as the range found in the
UCP Pay Plan and Index of Classes. This field is set very broadly for
unclassified titles to accommodate the extent of usage of those titles.

SALARY MAXIMUM - Thisfield indicates the maximum annual salary
available for thistitle.

INCLUDE IN EEO REPORT - This checkbox indicates whether the
title will be included on EEO reports.

TITLE REPRESENTED BY UNION — This field will not be used by
the State of Missouri.

RESIDENCY REQUIRED — This field will not be used by the State of
Missouri.

EXEMPT EMPLOYEE (FLSA EXEMPT) — This checkbox indicates
whether thetitleis for FLSA exempt employees.

INCLUDE IN A-21 —Thisfield will not be used by the State of Missouri.

NOTE: The State of Missouri will not use the fields under the Evaluation
Section of the Title window.

USER DEFINED FIELDS #1-#5 — The State of Missouri will use User
Defined Field #1 for Workers Compensation Code. The remaining fields
are reserved for future use.

Step 4 Close the TITL window.

SAM 1T HR/Payroll
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SUB-TITLE (STTL)
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» SUB-TITLE (STTL)

‘E The Sub-Title (STTL) window is a complex reference table that identifies the set
!3 of pay, leave and deduction policies and FLSA profile and client profile that
govern employees in a particular title. There may be multiple sub-titles per title.
This table contains the codes used to populate the Sub-Title field on the Position

Attributes panel of the PSMT.

Step 1 To open STTL from the SAM |l Desktop Navigator window, click on the

GoToicon. TypeSTTL inthe"CODE". Click on the Open button.

Step 2 Populate the following fields to narrow your search on the STTL window.

TITLE — This field indicates the title code associated with the sub-title.
Type 000022.

SUB-TITLE — This field indicates the sub-title code for the title. Type
J1.

Select Display: Browse Data.

Step 3 Information for the specific Title and Sub-Title you entered in Step 2

should now appear. Let’sreview the remaining fields.

EFFECTIVE DATE - This field indicates the date the sub-title is
effective.

EXPIRATION DATE — This field indicates the last date the information
isin effect.

SHORT DESCRIPTION - This field indicates the short description of
the sub-title.

LONG DESCRIPTION - This field indicates the long description of the
sub-title.

PAY POLICY — This field groups employees that share pay events (i.e.,
shift differential, emergency squad) specific to an agency.

SAM 1T HR/Payroll
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SUB-TITLE (STTL)
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SUB-TITLE (STTL)

- i Step 3 Continue to review the remaining fields.

D

N\

LEAVE POLICY —Thisfield groups employees into defined parameters
which are used by an agency to govern employee leave processing (i.e.,
Personnel Advisory Board Rules).

DEDUCTION POLICY - This field defines the deductions or fringe
benefits for which a particular group of employees are eligible.

FLSA PROFILE - This field indicates the work cycle (7 day, 14 day or
28 day) associated with a particular sub-title used in figuring federal
compensatory time.

CLIENT PROFILE - Thisfield indicates the work cycle (7 day, 14 day
or 28 day) associated with a particular sub-title used in figuring state
compensatory time.

Step 4 Closethe STTL window.

SAM 1T HR/Payroll
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l@ CIVIL SERVICE STATUS (CIVYS)
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B CIVIL SERVICE STATUS (CIVYS)

@

‘E The Civil Service Status (CIVS) window is a simple reference table that
distinguishes between a position by UCP or Non-UCP. If the position is UCP, it

g S also identifies if the position is merit or non-merit. This table contains the codes
used to populate the Civil Service Status field on the Position Attributes panel of
the PSMT.

Step 1 To open CIVS from the SAM |1 Desktop Navigator window, click on the

GoToicon. TypeClVSinthe"CODE". Click on the Open button.

Step 2 Select Display: Browse Data.

Step 3 Information for the specific Status you entered in Step 2 should now

appear. Let’'sreview the remaining fields.

STATUS - This field indicates the types of Civil Service Status (MoDot,
non-merit Non-UCP, UCP non-merit exempt, UCP non-merit covered,
UCP merit system unclassified, and UCP merit system classified).

EFFECTIVE DATE - Thisfield indicates the date the status is effective.

EXPIRATION DATE — This field indicates the last date the status is in
effect.

SHORT DESCRIPTION — This field indicates a short description of the
status.

LONG DESCRIPTION — This field indicates a long description of the
status.

UCP — This field indicates whether the position holding this status is
covered by Uniform Classification and Pay.

CLASSIFIED — This field indicates whether the position holding this
statusis classified.

SAM 1T HR/Payroll
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l@ CIVIL SERVICE STATUS (CIVYS)
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Y CIVIL SERVICE STATUS (CIVYS)

@

‘E Step 3 Continue to review the remaining fields.

N\

MERIT — This field indicates whether the position holding this status is
covered by the merit system.

TITLE EDIT — This field indicates whether the title on the PSMT has to
match the title or title category on the ESMT.

OVERRIDE EDIT — If this field is set to Y, you will only be able to
override profile and pay information at the position level on the PSMT. If
this field is set to N, you will be able to override profile and pay
information at the position level on the PSMT and employee level on the
ESMT.

Note: All UCP agencies can only override at the position level with
approva from OA/Accounting.

PEDT GROUP — This field allows customized editing for personnel
actions and reasons for UCP and Non-UCP agencies.

Step 4 Close the CIV S window.

SAM 1T HR/Payroll
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PAY CLASS (PYCL)

= Pay Class M=
Pay Clasz FFS Effective Date _.'D1 J01 /420

Shart Descrphion I ExFPT FFP F5 Expiration D ate 99 /99 /99

Long Description |SLHY- ExFT FRI SAT OFF

Fayment Frequency 1D E Semi-monthly 'I Pogitive / Exception [0 | Exception Paid 'I
Amount Basiz 1D E%m&g:&muunt 3 Dwernde Annualization Factar I 0.0000

Salary Factor

Mumerator | 1 Denominator | 1 Leap Y'ear Denominator | 1

Fay Clazs Standard

Daily wark Hours | 200000 FPay Period Hours | 06.BEET0 Weekly \Wiark Hours | 4000000
Pay Period Diays I 10083330 “earlywark Days I 26000000

Contract / Rezerve Data

Contract Pay 7 Allowed ' Mot Allowed " Mo Entry Contract Daps Count | 0.0000
Reserve Pap Allowed {Not Eligible “_:[ Contract Hours Per Diap I 0.0000
Contract Wark Cycle aFs Rezerve docrual Penods # I i}

Calendar Work Cycle aFs Fiezerve Payout Periods # I i
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2
>
A

PAY CLASS (PYCL)

The Pay Class (PY CL) window assigns pay attributes that will be assigned to both
the position and the employee. Pay class codes indicate such factors as.
- Whether a position and employees are positive, exception paid, or
both.
- Dally, Weekly, and Y early Work and Pay Period hours.
This table contains the codes used to populate the Pay Class field on the Position
Attributes panel of the PSMT.

Step 1 To open PY CL from the SAM 1l Desktop Navigator window, click on the
GoToicon. Type PYCL inthe"CODE". Click on the Open button.

Step 2 Populate the following fields to narrow your search on the PY CL window.

PAY CLASS - This field indicates the code used to group together
employees for whom pay is calculated and paid in an identical manner.
Type PES.

Select Display: Browse Data.

Step 3 Information for the specific Pay Class you entered in Step 2 should now
appear. Let’sreview the remaining fields.

EFFECTIVE DATE - Required. This field indicates the date the pay
classis effective.

SHORT DESCRIPTION — This field indicates the short description of
the pay class.

EXPIRATION DATE - This field indicates the last date the pay classis
in effect.

LONG DESCRIPTION — This field indicates a long description of the
pay class.

PAYMENT FREQUENCY ID - This field indicates the frequency of
payment for the pay class (weekly, bi-weekly, monthly, semi-monthly and
annually).

POSITIVE/EXCEPTION ID — This field indicates if the employees in
the pay class are to be processed by gross-to-net as exception pay, positive
pay, or both (positive paid for time worked, but alowing exception-based
generation of recurring dollar payments).
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PAY CLASS (PYCL)

= Pay Class M=
Pay Clasz FFS Effective Date _.'D1 J01 /420

Shart Descrphion I ExFPT FFP F5 Expiration D ate 99 /99 /99

Long Description |SLHY- ExFT FRI SAT OFF

Fayment Frequency 1D E Semi-monthly 'I Pogitive / Exception [0 | Exception Paid 'I
Amount Basiz 1D E%m&g:&muunt 3 Dwernde Annualization Factar I 0.0000

Salary Factor

Mumerator | 1 Denominator | 1 Leap Y'ear Denominator | 1

Fay Clazs Standard

Daily wark Hours | 200000 FPay Period Hours | 06.BEET0 Weekly \Wiark Hours | 4000000
Pay Period Diays I 10083330 “earlywark Days I 26000000

Contract / Rezerve Data

Contract Pay 7 Allowed ' Mot Allowed " Mo Entry Contract Daps Count | 0.0000
Reserve Pap Allowed {Not Eligible “_:[ Contract Hours Per Diap I 0.0000
Contract Wark Cycle aFs Rezerve docrual Penods # I i}

Calendar Work Cycle aFs Fiezerve Payout Periods # I i
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PAY CLASS (PYCL)

Step 3 Continue to review the remaining fields.

N\

AMOUNT BASISID — Thisfield indicates the employee's time-based

pay rate. Valid vauesare:

- Annua Salary - time-based pay rates defined as an annual salary

- Hourly Rate - time-based pay rates defined as a hourly salary

- Daily Amount - time-based pay rates defined as a daily amount

- Pay Period amount — time-based pay rates defined as an amount paid
for the pay period

- Contract pay - time-based rates defined as an annual salary, but are
processed under the smoothing contract pay model. The State of
Missouri will not be using Contract Pay.

OVERRIDE ANNUALIZATION FACTOR - If this pay class alows
employees to be paid over part of ayear, this field indicates the number of
pay periods for which the employees are paid so that sufficient taxes (from
margina tax tables) are withheld. This factor is used to annualize the
employee's pay for withholding taxes.

NUMERATOR - This field indicates the numerator to be used in the
conversion of annual salaries to the proper pay frequency for gross-to-net
generated payments.

DENOMINATOR - This field indicates the denominator to be used in
the conversion of a salary amount from one basis to another.

LEAP YEAR DENOMINATOR - This field indicates the salary factor
denominator to be used in aleap year.

DAILY WORK HOURS - This field indicates the standard work hours
per day.

PAY PERIOD DAYS - This field indicates the standard number of
workdays in the pay period.

WEEKLY WORK HOURS - Thisfield indicates the standard number of
hours worked per week.

PAY PERIOD HOURS - This field indicates the standard number of
hoursin apay period.

YEARLY WORK DAYS — This field indicates how many effective days
during the year an employee would work in this pay class.
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PAY CLASS (PYCL)

= Pay Class M=
Pay Clasz FFS Effective Date _.'D1 J01 /420

Shart Descrphion I ExFPT FFP F5 Expiration D ate 99 /99 /99

Long Description |SLHY- ExFT FRI SAT OFF

Fayment Frequency 1D E Semi-monthly 'I Pogitive / Exception [0 | Exception Paid 'I
Amount Basiz 1D E%m&g:&muunt 3 Dwernde Annualization Factar I 0.0000

Salary Factor

Mumerator | 1 Denominator | 1 Leap Y'ear Denominator | 1

Fay Clazs Standard

Daily wark Hours | 200000 FPay Period Hours | 06.BEET0 Weekly \Wiark Hours | 4000000
Pay Period Diays I 10083330 “earlywark Days I 26000000

Contract / Rezerve Data

Contract Pay 7 Allowed ' Mot Allowed " Mo Entry Contract Daps Count | 0.0000
Reserve Pap Allowed {Not Eligible “_:[ Contract Hours Per Diap I 0.0000
Contract Wark Cycle aFs Rezerve docrual Penods # I i}

Calendar Work Cycle aFs Fiezerve Payout Periods # I i
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PAY CLASS (PYCL)

- i Step 3 Continue to review the remaining fields.

D

@

N\

CONTRACT PAY — Not used by the State of Missouri.

CONTRACT DAY S COUNT — Not used by the State of Missouri.
RESERVE PAY ALLOWED — Not used by the State of Missouri.
CONTRACT HOURS PER DAY — Not used by the State of Missouri.

CONTRACT WORK CYCLE - This field indicates the contract work
cycle for employeesin this pay class.

RESERVE ACCRUAL PERIODS# - Not used by the State of Missouri.

CALENDAR WORK CYCLE - This field indicates the calendar work
cycle that applies to employeesin this pay class.

RESERVE PAYOUT PERIODS# - Not used by the State of Missouri.

SAM 1T HR/Payroll
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ACTIVITY HEADING

What reference table identifies the set of pay, leave and deduction policies and
FLSA profile and client profile that govern employeesin a particular title?

How isit determined if a position is exception paid?
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